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1.1.1. The following Tender Evaluation Plan (TEP) outlines the governance and procedures for the evaluation of responses to the Request for X (RFX) <insert tender no. and title>.
1.1.2. The actions of the Tender Evaluation Committee (TEC) will be in accordance with the contents of this TEP. This document has been prepared for use by the TEC in conducting the assessment of responses to the requested in the RFX. 
[bookmark: _Toc432162716]About This Evaluation Plan
1.1.3. The conduct of the evaluation must be consistent with the evaluation process detailed in the RFX. This evaluation plan seeks to establish this linkage and also provides:
a) a description of the staff resources, including a description of the roles and the responsibilities of the TEC;
b) protocols for handling tenders;
c) the disallowance of late tenders;
d) protocols for identifying and handling conflicts of interest;
e) protocols for safekeeping of tenders;
f) the evaluation criteria and the associated weightings to be applied;
g) evaluation methodology;
h) the nominated approver (Procurement Delegate); and
i) an indicative evaluation timetable.
1.1.4. Any departure from this evaluation plan by the TEC after it has been approved may create procurement risk which may have serious management and legal implications for Council.
[bookmark: _Toc432162717]Objective of the Evaluation
1.1.5. The overall objective is to evaluate tenders and identify tenders demonstrating best value for money. 
1.1.6. Value for money is a comprehensive assessment that takes into account both cost represented by the assessment of price and value represented by technical assessment in the context of the risk profile presented by each Tender.
1.1.7. To identify best value for money requires the TEC to take into account all relevant risks, benefits and costs over the whole of life procurement cycle.
[bookmark: _Toc432162718]The Procurement
[bookmark: _Toc432162719]Purpose of the Procurement
1.1.8. The purpose of this procurement is to [insert Objective from the Procurement Plan].  
[bookmark: _Toc432162720]Tenders Received
1.1.9. In accordance with the Procurement Plan, an RFT will be issued for this procurement.
1.1.10. A tenderer means any person or organisation who receives the RFT and who submits a Tender in response.
1.1.11. Tenders received in response to the RFT will be assessed in accordance with this TEP.
[bookmark: _Toc432162721]The Evaluation Governance
[bookmark: _Toc432162722]Tender Evaluation Program
1.1.12. The following table details the planned events and their timing of the evaluation process.
	Event/Stage
	Date

	Tender closing 
	Xx/xx/xx

	Compliance check - Minimum Content and Format Requirements
	Xx/xx/xx

	Compliance Check - Mandatory Participation Requirements
	Xx/xx/xx

	Clarifications
	Xx/xx/xx

	Tender Evaluation Committee meeting/s
	Xx/xx/xx

	Consensus Scoring completed
	Xx/xx/xx

	Completion of Evaluation Report
	Xx/xx/xx

	Council Report Finalised and submitted
	Xx/xx/xx

	Council Decision
	Xx/xx/xx


1.1.13. Whilst all attempts have been made to detail all evaluation events and list realistic timelines, the detail in the table above represents the planned timetable of events. The actual timetable may vary due to unforeseen circumstances.
[bookmark: _Toc432162723]Declared Evaluation Roles
1.1.14. Declared Evaluation Roles are:
	Role
	Function

	Chairperson of the TEC
	Govern  the evaluation process and manage the TEC. 

	TEC Member
	Complete the evaluation of submission received in response to the RFx.

	TEWG Member
	A working group that may be formed if required by the TEC to assist in the evaluation of submissions.

	Probity Adviser
	Provides probity advice as required to the TEC / process.

	Probity Auditor
	Provides an independent audit function review of the procurement process, including the evaluation, from a probity point of view.

	Procurement Delegate
	The person of body who has the authority to commit Council to the whole of life cost of the contract.
Has no operational role in the evaluation process. Cannot influence the outcome of the procurement process, but is responsible for ensuring that due procurement process has been adhered to.

	Executive 
	The Executive or Executive team within Council that has operational oversight of the procurement process.
Has no operational role in the evaluation process. Cannot influence the outcome of the procurement process, but is responsible for ensuring that due procurement process has been adhered to.


[bookmark: _Toc432162724]The Tender Evaluation Committee
1.1.15. The Tender Evaluation Committee (TEC) comprises the Chairperson of the Committee and Committee members as follows:
	Role
	Role Description
	Appointee
	Position

	Chairperson of the Tender Evaluation Committee (TEC)
	To manage the evaluation process and report to the Procurement Delegate.
	<insert name>
	<if an internal Council Officer, state position. If an external to Council, state Company and Position>
<Enter Text>

	Evaluation Committee Member
	Perform a detailed evaluation of the Tender submissions.
	<insert name>
	if an internal Council Officer, state position. If an external to Council, state Company and Position>
<Enter Text>

	Evaluation Committee Member
	Perform a detailed evaluation of the Tender submissions.
	<insert name>
	if an internal Council Officer, state position. If an external to Council, state Company and Position>
<Enter Text>

	Evaluation Committee Member
	Perform a detailed evaluation of the Tender submissions.
	<insert name>
	if an internal Council Officer, state position. If an external to Council, state Company and Position>
<Enter Text>


1.1.16. Individuals nominated on the Tender Evaluation Committee may change with approval of the Procurement Delegate.
1.1.17. Committee members will possess the necessary technical/subject matter skills to effectively assess tenders.
1.1.18. Each member is to possess a sound understanding of the requirements and will maintain confidentiality, probity and will conduct a fair and unbiased process.
[bookmark: _Toc432162725]The Role of the Tender Evaluation Committee (TEC)
1.1.19. The outcome of an evaluation is a recommendation of preferred tenderer(s) that Council may enter into contract negotiation with and, if required, make recommendations on the negotiation strategy that should be employed.
1.1.20. The role of the TEC will be to evaluate the tenders received and make a recommendation on the preferred tenderer(s) to the Procurement Delegate.
1.1.21. The preferred tenderer(s) must be those offering best value-for-money while taking into account all relevant risks, benefits and costs over the whole Procurement Life Cycle.
[bookmark: _Toc432162726]Tender Evaluation Working Groups
1.1.22. The TEC may form Tender Evaluation Working Groups (TEWG) to provide assistance during the conduct of the evaluation and act on its behalf.
1.1.23. TEWG formed will report to the TEC.
1.1.24. Any TEWG formed will undertake Tender evaluation in accordance with this TEP.
1.1.25. The membership of a TEWG will be decided by the TEC prior to commencement of Stage 2 of the evaluation process.
1.1.26. The role of TEWG will be clearly defined and documented by the TEC.
1.1.27. The outcomes of any assessment undertaken by a TEWG will be reported to the TEC.
[bookmark: _Toc432162727]The Procurement Delegate
1.1.28. The Procurement Delegate must be a person or body (e.g. Council) who has authority to commit the Council to the nominated whole-of-life value in the Procurement Plan.
1.1.29. The nominated Procurement Delegate for this procurement process is:
	Role
	Role Description
	Appointee

	Procurement Delegate
	To review and approve the recommendations of the  Tender Evaluation Committee
	<insert name>
<insert position>
Or
Council


1. The Procurement Delegate must decide who the Council will enter into contract negotiations with.
1.1.31. In making this decision, the Procurement Delegate must take into consideration the Evaluation Report submitted by the Evaluation Committee.
1.1.32. A departure from the TEC’s recommendation may create procurement risk which may have serious management and legal implications for the Council. Legal advice must be sort before such a decision is taken.
1.1.33. The Procurement Delegate will not have an operational role in the evaluation of Tenders.
[bookmark: _Toc432162728]Weighted Evaluation Criteria
1.1.34. Evaluation criteria are used to assess the ’technical worth’ of a Tender. 
1.1.35. Technical worth is expressed as a percentage; it provides a measure of effectiveness against evaluation criteria.
1.1.36. Some evaluation criteria ‘mean more’ than others; this relative importance is reflected through assigning weight to individual evaluation criteria. The sum of the weight applied to all evaluation criteria totals 100%.
1.1.37. The effectiveness is calculated as a percentage by multiplying scores assigned to each of the evaluation criteria by the nominated criteria weighting and then summing the total. 
[bookmark: _Toc432162729]Changes to the Evaluation Plan
1.1.38. This plan will not be materially changed after the Tender closing date has passed; this will ensure there is no basis for allegations that the evaluation methodology was changed after potential contact with tenderers.
1.1.39. No change will be made to the Evaluation Model (Appendix 3) after tenders have been opened.
[bookmark: _Toc432162730]Commencing the Evaluation
1.1.40. The evaluation process must not commence until the TEP has been approved.
[bookmark: _Toc432162731]Tender Evaluation Software
1.1.41. The Tender evaluation software used in this evaluation process is <insert tender evaluation software name>, which has been licensed to Council.
1.1.42. This application is used to manage the assessment of tenders and produce management information that can be used in the evaluation report.
1.1.43. The TEC should note: is <insert tender evaluation software name> is a decision support application, not a decision making tool.
If Council does not have or use an tender evaluation software, delete clauses 3.9.1/3.9.2/3.9.3 and insert ‘Not Used’ in the title at clause 3.9 (this is to maintain the integrity of the numbering hierarchy and referencing throughout the document)
[bookmark: _Toc432162732]Clarification/Presentations/Interviews
1.1.44. In addition to tenders received, the TEC may in its absolute discretion:
invite some or all tenderers to give presentations for the purpose of demonstrating the features and capabilities of their applications and specifically how their proposed solution would address Council’s requirements; and
visit tenderer reference sites and conduct discussions with, and visits to, customers of a tenderer (whether or not listed as referees in the tenderer’s Tender).
1.1.45. The TEC may seek clarification from, and enter into discussion with any or all the tenderers in relation to their tender. 
1.1.46. The TEC may seek additional information in respect of any aspect of a tender at any time. 
1.1.47. The TEC is not under any obligation to take into account additional information provided by a tenderer in response to a request and will not do so where that would introduce unfairness into the evaluation process.
1.1.48. It is permissible for the TEC during evaluation phases to clarify any errors of form, such as technical omissions, ambiguities and anomalies, in a Tender with the tenderer. However, this should not extend to a substantial re-tailoring of the Tender.
1.1.49. It is not permissible for the TEC to negotiate during an evaluation process.
1.1.50. The Chair of the TEC will determine if further information or clarification is required from any tenderer.  
[bookmark: _Toc432162733]Unintentional Errors of Form
1.1.51. If the TEC considers that there are unintentional errors of form in a Tender, the TEC may ask the tenderer to correct or clarify the error. However, this should not extend to a substantial re-tailoring of the Tender.
[bookmark: _Toc432162734]Scoring Scales
1.1.52. Each non-price response to the Tender Response Schedule within the RFX will be scored on a scale from 0 – 10.  The response will be judged definitively or as a value judgement as follows:
	Score
	Definitive Answers
	Value Judgement

	0
	Unsatisfactory
	Fails to meet the requirement.
Unimaginative/No apparent economic benefit.

	2
	Poor
	Minimal Compliance. 
Moderately creative/benefits difficult to assess

	4
	Satisfactory
	Moderately satisfies the requirement. 
Worthwhile concept/may realise benefits.

	6
	Good
	Partially satisfies the requirement.
Creative/enduring benefits over time.

	8
	Very Good
	Satisfies the majority of the requirement.
Highly creative/enduring high benefits.

	10
	Excellent
	Fully satisfies the requirement.
Exceptional/immediate & enduring high benefits.


1.1.53. A detailed description of how the scaling will be applied to each criterion is provided in detail in the Appendix 2 “Guide to scoring technical criteria”.
1.1.54. Scores must be recorded against each response. Where a score of less than ten (10) is made, a comment must be provided. Comments must detail deficiencies in the tenderer’s response. There should be a clear linkage between the score and comment. That is, a score of 0 should have an appropriate degree of substantiation as to why the tenderer fails to meet the requirement.
1.1.55. Where a Tender response fully satisfies or exceeds the requirements, or the criteria is not applicable to the Tender, a score of ten (10) will be awarded. A note should be made of where the Tender response exceeds stated requirements.
1.1.56. As a guide, careful consideration should be given to comments as these comments substantiate the treatment of a tender during the evaluation process. Comments provide the basis of de-briefing unsuccessful tenderers so should give sufficient detail of deficiencies.
[bookmark: _Toc432162735]Scoring Price
1.1.57. To enable council to arrive a core for price to be input into the evaluation matrix, all tenderers scores will be normalised.
1.1.58. The formula to be used to determine a tendered price is – 
Price Score = Lowest Tender Price x 100
Tendered Price
Where ‘Tender Price’ is the price of the tender being evaluated.
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1.1.59. The Two Envelope system will apply to the evaluation of the Tenders
1.1.60. This in effect means that the TEC will complete the evaluation of the non-price criteria prior to being made aware of the pricing and other commercial criteria.
1.1.61. This provides a better opportunity for the technical criteria to be evaluated without any pricing bias influencing the evaluation of the non-price criteria.
1.1.62. Once the evaluation of the non-price criteria is completed and finalised, the TEC will then review the pricing and other commercial criteria and complete the evaluation using the scoring from both price and non-price criteria.
[bookmark: _Toc432162737]Mandatory Participation Criteria
1.1.63. The following Mandatory Participation Criteria detailed in the table below are applied to this tender.
	Mandatory Participation Criteria
	Criteria Requirements

	Identify Mandatory Participation Criteria e.g. compliance with insurance requirements
	Identify details of the Mandatory Participation Requirement e.g. the Tenderers insurance coverage must meet or exceed those detailed in the RFQ documents 

	Identify Mandatory Participation Criteria e.g. compliance with QMS Accreditation
	Identify details of the Mandatory Participation Requirement e.g. the Tenderer must have current third party accreditation to ISO 9001:2008


1.1.64. Any Tenders that do not fully satisfy the Mandatory Participation Requirements will be deemed non-compliant and may, at Council’s sole discretion, be excluded from further progression through the evaluation process.
[bookmark: _Toc432162738]Evaluation Criteria
1.1.65. The weighting for the Technical component of the Tender is x%, whilst the weighting for pricing and commercial criteria is set at x%.
1.1.66.  The Technical Criteria and their sub weightings assigned to each criterion are listed in the table below.
	Technical Criteria
	Technical Criteria Weighting

	Identify Technical Criteria e.g. Previous Experience and Referees
	Identify Technical Criteria weighting e.g. 35%

	Identify Technical Criteria e.g. Understanding of Requirement
	Identify Technical Criteria weighting e.g. 30%

	Identify Technical Criteria e.g. Key Personnel
	Identify Technical Criteria weighting e.g. 35%.

	Identify Technical Criteria e.g. Compliance with Specification
	Identify Technical Criteria weighting e.g. 35%.

	Total Technical Sub Weightings
	100%


1.1.67. The Commercial Criteria and their sub weightings assigned to each criterion are listed in the table below.
	Commercial Criteria
	Commercial Criteria Weighting

	Identify Commercial Criteria e.g. Price
	Identify Commercial Criteria weighting e.g. 100%.

	Identify Commercial Criteria 
	Identify Commercial Criteria weighting e.g. x%.

	Total Commercial Sub Weightings
	100%


[bookmark: _Toc432162739]Technical Threshold
1.1.68. A technical threshold will / will not apply to the evaluation of the Tenders.
1.1.69. The Technical Threshold for this evaluation is set at a total score of at least 60 for the weighted non-price criteria.
1.1.70. This in effect means that Tenders that do not achieve a total score of at least 60 in the weighted non-price (or technical criteria) will be not be eligible to be shortlisted and progressed to the evaluation of pricing and commercial criteria and will not progress any further in the evaluation process.
The use of a Technical Threshold is strongly advised to ensure that shortlisted tenders are adjudged to be a sound and viable technical offering that the Council could proceed with in confidence that the tender is capable of satisfying the technical requirements of the tender. In the event that a Technical Threshold is not used for the evaluation of the tenders, please indicate this in clause 3.18.1 and enter ‘Not Used’ in 3.18.2 and 3.18.3.
[bookmark: _Toc432162740]Evaluation Methodology
1.1.71. Before proceeding through the Technical and Commercial criteria evaluations, Tenders are first to processed and assessed for compliance against:
a) Any and all form and content requirements; and
b) Any Mandatory Participation Requirements.
1.1.72. The evaluation methodology being used in the evaluation of the tender is the Comparative Assessment and Ranking Method, or Weighted Scoring Method which uses weighting of both price and non-price (technical) criteria to determine optimal Value for Money. 
1.1.73. This method requires all Tenders to be scored against the non-price (technical) evaluation criteria separately without regard or consideration of any other Tender, and without any knowledge of the pricing submission of the Tender. The total of the scores attained by each Tender during the technical assessment against each of the Technical Criteria will be the Tenders Weighted Technical Score.
1.1.74. At the completion of the technical evaluation, an evaluation of pricing submitted by each Tender will be completed. The total score of the pricing submission of each Tender will be the Tenders Weighted Commercial Score.
1.1.75. The Tenders Weighted Technical Score and the Tenders Weighted Commercial Score are combined to determine the Tenders overall total score. The Tender with the highest combined comparative score is deemed to be the Tender that provides the optimal Value for Money outcome. 
Alternatively if Council chooses to operate a different evaluation methodology, delete the content above and detail the evaluation methodology to be used for the evaluation of the tender.
[bookmark: _Toc432162741]Probity and Ethics
[bookmark: _Toc432162742]About Probity and Ethics
1.1.76. Probity is the evidence of ethical behaviour in a particular process.
1.1.77. Probity is defined as “complete and confirmed integrity, uprightness and honesty”. It contributes to sound procurement processes that accord equal opportunities for all participants. A good outcome is achieved when probity is applied with common sense. 
1.1.78. Procurement will be conducted with probity in mind to enable Council and tenderers to deal with each other on the basis of mutual trust and respect. Adopting an ethical, transparent approach enables business to be conducted fairly, reasonably and with integrity. 
1.1.79. Ethical behaviour enables all tenderers to compete as equally as possible. In the procurement process, the rules must be clear, open, well understood and applied equally to all parties to the process.
[bookmark: _Toc432162743]Conflict of Interest
1.1.80. Any person with a Declared Evaluation Role for this evaluation will complete a Declaration of Confidentiality and Interest Form. Persons completing this form should provide details of any circumstances of which they are aware, that may give rise to an actual or potential conflict of interest
[bookmark: _Toc432162744]Confidentiality
1.1.81. Security procedures for handling tender-related documents are as follows:
a) all officials and external consultants with access to Tender information will sign an appropriate confidentiality undertaking. (Refer support document 1.5 Privacy Policy);
b) documents which contain tender-related, commercially sensitive information will be stored in appropriately secure conditions; and
c) only authorised officials will be given access to tender-related sensitive information and only on a “need to know” basis.
1.1.82. Any person with a Declared Evaluation Role will be instructed by the Chairperson of the TEC that each Tender response contains confidential information and as such should be treated in the appropriate manner and not left on desks (overnight or weekends) or removed from the evaluation area without prior written approval by the Chairperson of the TEC or nominee. All evaluation material will be treated in the same secure manner.
1.1.83. Should any TEC or TEWG member become aware that they have a real or potential conflict of interest during the course of the process, they will immediately inform the Chairperson and detail the conflict in writing. The Chairperson will determine whether that panel member should continue to be involved with the process.
1.1.84. The Principal will treat all tender responses as Commercial in Confidence and will respect all tenderer’s intellectual property rights
[bookmark: _Toc432162745]Conflict of Interest and Confidentiality Declaration
1.1.85. Any person with a Declared Evaluation Role must sign Conflict of Interest and Confidentiality Declaration forms.
1.1.86. Any person providing administrative assistance to the TEC OR to a TEWG will be required to sign  Conflict of Interest and Confidentiality Declaration forms
1.1.87. Should any TEC member become aware that they have a real or potential conflict of interest during the course of the process, they will immediately inform the Chairperson and detail the conflict in writing. The Chairperson will determine whether that panel member should continue to be involved with the process.
[bookmark: _Toc432162746]Probity Advice to Staff
1.1.88. The Chairperson of the TEC should circulate the document ‘Probity Advice to Staff’ (Appendix 1), in relation to probity protocols during the procurement process to staff that may come into contact with potential tenderers. 
[bookmark: _Toc432162747]Probity Adviser
1.1.89. A Probity Adviser may be appointed to the process at any time during the process.
1.1.90. The Probity Adviser will provide advice to the TEC on probity matters to assist the TEC in ensuring that all Tenders are analysed fairly, uniformly and transparently.
1.1.91. The Probity Adviser is not a member of the TEC and will not participate in, but may make comment about any evaluation activity.
1.1.92. Should the Probity Adviser become aware that they have a real or potential conflict of interest during the course of the process, they will immediately inform the Chairperson and detail the conflict in writing. The Chairperson will determine whether the Probity Adviser should continue to be involved with the process.
The Probity Adviser will also be available for the tenderers to raise concerns they may have regarding fairness throughout the RFT process. If a verbal complaint is raised, it will be recorded on the Record of Verbal Complaint form and forwarded to the <insert appropriate authority within Council e.g. Internal Ombudsman>.
1.1.93. The Probity Adviser will report to the Chairperson of the TEC; however the Probity Adviser may also approach the Delegated Authority.
1.1.94. In the event probity advice or assistance is required, it will be obtained from:
<Enter name>
<Enter Organisations Name>
<Enter Address>
[bookmark: _Toc432162748]Probity Auditor
1.1.95. If required, the Probity Auditor will be appointed by the Delegated Authority.
1.1.96. The Probity Auditor will be self-directing and will independently establish a program of audit testing based on identified criteria.
1.1.97. At the end of the Evaluation Process the Probity Auditor will submit a written report indicating an objective opinion on probity issues to the Delegated Authority. 
1.1.98. The Probity Auditor will not be contacted to resolve any specific probity issues during the evaluation.
1.1.99. The Probity Auditor may be contacted by the Probity Adviser to endorse any actions taken to resolve a probity issue during the evaluation. Endorsement is limited to ensuring probity requirements have been met by actions taken and it is appropriate to continue with the evaluation. 
1.1.100. If required, the Probity Auditor will be: 
<Enter name>
<Enter Organisations Name>
<Enter Address>
[bookmark: _Toc432162749]The Evaluation Process
[bookmark: _Toc432162750]Stage 1 – Opening the Tender Box
1.1.101. The opening process will be conducted in accordance with the Council’s documented procedures regarding the opening of the Tender Box <insert guide name if applicable> 
In particular:
1.1.102. No Tenders are to be opened before the Closing Time.
1.1.103. The opening of the Tender Box will be witnessed by x members of the TEC. A record of Tenders received will be created.
1.1.104. Any Tender received after the closing date will be rejected unless there is an obligation to consider them under Council’s procurement guidelines.  The reasons for accepting any Late Tender must be documented by the TEC in the Evaluation Report.
1.1.105. Tenders will be assessed against the Minimum Content and Format Requirements specified in the RFx.
1.1.106. Any tender failing to meet Minimum Content and Format Requirements specified in the RFx must not be considered further.
[bookmark: _Toc432162751]Stage 2 – Mandatory Participation Criteria
1.1.107. The Mandatory Participation Requirements are the minimum standards that tenderers must meet in order to participate in this procurement process.
1.1.108.  Remaining Tenders will be assessed against the Mandatory Participation Requirements stated in the RFx.
1.1.109. Any tender failing to meet a Mandatory Participation Requirements specified in the RFx may not be considered further.
[bookmark: _Toc432162752]Stage 3 – Compliance Evaluation
1.1.110. Remaining Tenders will be evaluated to assess the compliance associated with responses to the following:
1.1.111. Conditions of Tender;
1.1.112. Draft Deed or Conditions of Contract;
1.1.113. Requirements for Tenders; and
1.1.114. The Tenderer’s Declaration.
1.1.115. Tenders representing unacceptable levels of risk may be excluded from further consideration.
[bookmark: _Toc432162753]Stage 4 – Technical Worth
1.1.116. Each Tender will be assessed against the Weighted Technical Evaluation Criteria.
1.1.117. A quantitative score and qualitative comment will be made against each element of the Evaluation Model. Scoring will be conducted in accordance with the Scoring Scales and the Guide to Scoring Technical Criteria - Evaluation Rubric at Appendix 2.
1.1.118. Tenders will be evaluated by each TEC member independently at first. These scores will be recorded on individual score sheets.
1.1.119. When all members of the TEC have completed their individual evaluations of all Tender submissions, the Chairperson of the TEC will lead a consensus scoring process at a meeting with all TEC present. Scoring will be recorded on a consensus score sheet that is maintained by the Chairperson of the TEC.
1.1.120. The Chair of the TEC will not determine the consensus score that is assigned to each tender against each criteria; rather, they will ensure the due process and probity and equity considerations are followed as well as ensuring that the evaluation methodology and plan is applied equitably.
1.1.121. In order to maintain consistency across all tenderers, any additional items offered beyond the scope of the RFx that have been included within a Tender should not be considered when scoring. This is because giving consideration to these items effectively changes the scope of the original requirement and thus creates unfair advantage. A record of additional value offered beyond the scope of the RFx can be maintained.
1.1.122. The assessment should also include identification of any risk issues. Where a risk is identified a substantive comment should be made.
1.1.123. The TEC will undertake a gap analysis (i.e. the difference between what is offered in a tender and what is required by Council) to determine the possible materiality of any weaknesses of a Tender.
1.1.124. Any Tender demonstrating a significant gap, which would reduce the likelihood of Council achieving the stated project objective, may be excluded from further consideration.
1.1.125. If there has been a Technical Threshold set for the evaluation of the Tenders, a shortlist containing those Tenders that satisfy the Technical Threshold will be established. Tenders that are listed on the Shortlist will proceed to the Price Evaluation stage.
1.1.126. Tenders that do not satisfy the Technical threshold requirements will be excluded from further consideration. 
[bookmark: _Toc432162754]Stage 5 – Price Evaluation
1.1.127. The TEC will consider pricing details for remaining Tenders and identify Tenders which are cost-effective.
1.1.128. Where practical, pricing details will be considered in the context of whole-of-life cost: i.e. a detailed analysis and comparison of all direct and indirect money flows which would occur upon: the acquisition, useful life, subsequent disposal.
1.1.129. The TEC will also identify any risks associated with tendered pricing.
1.1.130. Tenders which are not cost-effective may be excluded from further consideration.
[bookmark: _Toc432162755]Stage 6 – Risk Analysis
1.1.131. A risk analysis will be conducted for remaining tenders against risk issues identified, using the risk matrix (Appendix 4).
1.1.132. The risk analysis may include such checks and actions as considered necessary in relation to a tenderer, its officers, employees, partners, associates or related entities (including consortium members and their officers or employees if applicable).
1.1.133. The risk analysis will typically include the following:
financial viability;
corporate history;
significant litigation (past, present or pending);
past performance; 
experience,
qualifications and skills of resources; and
 corporate social responsibility.
1.1.134. A risk profile of each Tender will be created taking into account the collective determination of risk magnitude for each risk issue identified.
1.1.135. Any Tender demonstrating unacceptable risk in regard to the stated project objective, may be excluded from further consideration.
[bookmark: _Toc432162756]Stage 7 – Presentations
1.1.136. The TEC will determine the need for presentations by remaining tenderers. The TEC may in its absolute discretion invite some or all tenderers to give presentations for the purpose of demonstrating how their tender would address the Specifications detailed in the RFx.
1.1.137. All members of the TEC will attend all presentations. An agenda must be established and transmitted to the tenderers prior to the presentations.
1.1.138. The TEC will assess presentations in the context of further developing the risk profile for a tenderer.
1.1.139. The TEC may also re-assess technical worth based on information contained in the presentation.
1.1.140. Presentations will be minuted to indicate the names of those present and the basis of the presentations.
1.1.141. Any Tender demonstrating unacceptable risk may be excluded from further consideration.
[bookmark: _Toc432162757]Stage 8 – Interviews
1.1.142. For remaining Tenders, the TEC may carry out site visits, and/or contact customers of a tenderer (whether or not listed as referees), to conduct an interview for the purpose of further assessing the tenderer’s suitability
1.1.143. All members of the TEC will participate in all site visits and interviews.
1.1.144. Interviews will be minuted to indicate the names of those involved and the basis of the interview discussions.
1.1.145. Any Tender demonstrating unacceptable risk, which would reduce the likelihood of Council achieving the stated project objective, may be excluded from further consideration.
[bookmark: _Toc432162758]Stage 9 – Evaluation Recommendations
1.1.146. The TEC will decide the ‘most advantageous Tender(s) by taking into account both cost (represented by the assessment of price) and value (represented by technical worth assessment) in the context of the risk profile presented by each tenderer.
1.1.147. A preferred tenderer, or tenderers, will be recommended and ranked on this basis.
1.1.148. The TEC will develop an Evaluation Report containing the recommendation of preferred tenderer(s).
1.1.149. The Evaluation Report should contain:
an executive summary of the evaluation process;
membership of the TEC and any TEWG;
where applicable, the expiry date of the previous contract, the name of the previous contractor, a summary of the performance review of the previous contractor, and whether a review of the nature and terms of the contract was conducted prior to the tender and the results of such a review;
details of the sequence of events for the Tender process;
details of any change to the Conditions of Tender or the advertising period, why the changes occurred and who authorised the changes;
full details of all Tenders received. For non-complying or alternate Tenders, a detailed analysis of the non-compliance should be included and the reasons for Council to consider this appropriate or otherwise;
a summary of the assessment of each Tender at each evaluation process stage. This may include detailed financial analysis of the Tenders providing a comparison of all options on the basis of unit price, service price, annual cost, total cost or other appropriate measures depending on the nature of the tender. Note that providing copies of tenderer’s schedules does not constitute a financial analysis;
a list of the names of the Directors or Principals of each tenderer;
details of the evaluation criteria, the relative weightings and the analysis of tenders against the criteria, including a summary of the experience of each tenderer in relation to the nature of the tender;
details of any post-tender contact and the reasons for or results of that contact, such as contact for the purpose of clarification and the outcome of this clarification;
summary of the tender considered most suitable in the circumstances, including the rationale for the conclusions or the rationale for considering none of the tenders suitable;
any probity issues arising during the evaluation process including the consultation with probity advisers and/or auditors and any action taken;
a recommendation for the acceptance of a tender including, if applicable, any conditions or requirements associated with the acceptance or proposals to vary the contract conditions as a result of the tendering process or errors in documentation, or a recommendation not to accept any of the tenders;
details of any high or extreme risks associated with the preferred tenderer(s); and
if recommending to enter into negotiations, the reasons for declining to invite fresh tenders and the reasons for determining to enter into negotiations.
1.1.150. The Evaluation Report will be reviewed by the Probity Adviser (if engaged / regardless of their level of involvement in the process to date) and by the <insert name / position of any other party to review the Evaluation report> prior to submission to Council.



[bookmark: _Toc432162759]Concluding the Evaluation
[bookmark: _Toc432162760]Final Review
1.1.151. The Probity Adviser (if engaged) will review the draft evaluation report. The Probity Adviser may propose amendments to the Evaluation Report to the TEC. The TEC will consider any proposed amendments suggested by the Probity Adviser.
1.1.152. The TEC will agree to a Final Evaluation Report. Any dissenting report should be an appendix to the majority report.
[bookmark: _Toc432162761]Executive Review
1.1.153. The TEC will submit the Final Evaluation Report to the Executive for consideration prior to submission to the Procurement Delegate.
1.1.154. The Executive will review the Final Evaluation Report for completeness.
1.1.155. The Executive will ensure the procurement process has complied with Council’s Procurement Guidelines, and the evaluation of Tenders has been conducted in accordance with the TEP.
1.1.156. The Executive must not influence a TEC to change conclusions reached in the Final Evaluation Report without identifying the reasons why change is being sought.
1.1.157. The Executive will ensure the Probity Auditor (if appointed) is provided with all procurement documentation needed to conduct the independent program of audit testing and reporting.
[bookmark: _Toc432162762]Probity Auditor’s Review
1.1.158. The Probity Auditor (if appointed) will conduct an independent audit and develop the Audit Report.  The audit report will include review of documentation, processes and discussions with any or all involved parties.
1.1.159. If appointed, the Probity Auditor will submit the Audit Report on the evaluation process to the Delegated Authority.
1.1.160. The Delegated Authority will submit the Final Evaluation Report (and Audit Report if in existence) to the Board for consideration.
[bookmark: _Toc432162763]The Procurement Delegates Decision
1.1.161. The TEC will submit the Final Evaluation Report to the Procurement Delegate for consideration.
1.1.162. If appointed, the Probity Auditor will submit an audit report on the procurement process to the Procurement Delegate for consideration.
1.1.163. The Procurement Delegate will decide who Council enters into contract negotiations with; the decision must be consistent with the core principle Council procurement, i.e. obtaining best value for money.
1.1.164. If the Procurement Delegate agrees with the Evaluation Committee’s recommendation, the Evaluation Report should be signed by the Procurement Delegate.
1.1.165. If the Procurement Delegate does not agree with the Evaluation Committee’s recommendation, the Procurement Delegate must sign an official record detailing:
the reasons for the Final Evaluation Report being rejected;
the decision being made; and
the consultation taken during the decision making process.
1.1.166. The Procurement Delegate must not force an Evaluation Committee to change its Final Evaluation Report.
[bookmark: _Toc432162764]Notification and Debriefing
1.1.167. All tenderers will be informed in writing of the outcome of their tender after the Procurement Delegate has made a decision.
1.1.168. Unsuccessful tenderers may request in writing:
a statement of the reasons their tender was unsuccessful; and 
an opportunity to be debriefed.
1.1.169. The content and/or format of any statement or debriefing is at DHS’s absolute discretion.


[bookmark: _Toc432162765]Plan Authorisations
[bookmark: _Toc432162766]Procurement Manager
This TEP is consistent with the evaluation process described in the RFX and complies with all relevant Council Policies and Procedures:
	Name
	Role
	Signature
	Date

	
	
	
	


[bookmark: _Toc432162767]Chairperson, Tender Evaluation Panel
The evaluation will be conducted in accordance with this TEP:
	Name
	Role
	Signature
	Date

	
	
	
	


[bookmark: _Toc432162768]Tender Evaluation Committee Members
The TEC concurs with the TEP and agrees execute the evaluation of tender in accordance with the relevant policies and procedures and to abide by Council’s procurement, Tender and probity requirements:
	Name
	Role
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	


[bookmark: _Toc432162769]Executive
This TEP is approved and the RFX can be published.
	Name
	Role
	Signature
	Date

	
	
	
	




[bookmark: _Toc432162770]Appendix 1 – Probity Advice to Staff

Tender Evaluation and Probity Plan
Insert a copy of the Probity Advice to Staff
<Insert Council Name> <Insert RFX Number> <Insert RFX Name> Page 1 of 28
Version 3 – December 2019

[bookmark: _Toc432162771]Appendix 2 – Guide to Scoring Technical Criteria – Evaluation Rubric

	Experience and Capability of Firm 

	Score
	10
	8
	6
	4
	2
	0

	
	Indicates extensive Tenderer experience in more than 3 similar relevant projects.  Exceptional experience has been demonstrated an the offer has little or no risk
	Indicates experience on at least 3 similar relevant projects.  Experience has been well demonstrated and the offer has little risk.
	Indicates experience on 3 similar relevant projects.  Experience has been demonstrated and the offer has acceptable risk
	Indicates experience on 2 similar relevant projects.  Experience is limited and offer has some element of risk.
	Indicates experience on a minimum of 1 similar relevant project.  Offer is difficult to assess against the criteria and is high risk
	Fails to indicate any similar relevant experience.

	Key Project Personnel Experience

	Score
	10
	8
	6
	4
	2
	0

	
	Nominated key personnel have extensive demonstrated experience on similar projects and superior relevant skills. Nominated personnel do hold mandatory accreditations to satisfy requirements.
	Nominated key personnel with excellent demonstrated experience on similar projects with relevant project skills. Nominated personnel do hold mandatory accreditations to satisfy requirements.
	Nominated key personnel with well demonstrated experience on similar projects and good project skills. Nominated personnel do hold mandatory accreditations to satisfy requirements.
	Nominated key personnel with sufficient demonstrated experience on similar projects and acceptable project skills. Nominated personnel do hold mandatory accreditations to satisfy requirements.
	Nominated key personnel with minimal demonstrated experience on similar projects. Nominated personnel do hold mandatory accreditations to satisfy requirements.
	Tenderer has failed to provide adequate evidence to satisfy the criteria. Nominated personnel do not hold mandatory accreditations to satisfy requirements

	Understanding of Tender Requirements

	Score
	10
	8
	6
	4
	2
	0

	
	Tenderer has provided a highly detailed, very well-supported response that demonstrates a thorough understanding of the criteria and client needs. 
	Tenderer has provided a detailed, well-supported response that demonstrates a thorough understanding of the criteria and client needs.
	Tenderer has provided sufficient detail to demonstrate satisfactory understanding of the criteria and client needs.
	Tenderer has provided sufficient detail to demonstrate satisfactory understanding of the criteria, but does not engender confidence in understanding the client needs.
	Tenderer has attempted to provide some evidence to satisfy the criteria, but evidence is not adequate to engender confidence in understanding the client needs.
	Tenderer has failed to provide any evidence to satisfy the criteria.

	Service Delivery Program

	Score
	10
	8
	6
	4
	2
	0

	
	Tenderer has provided a highly detailed, very well-supported response that demonstrates a thorough understanding of the criteria and engenders a very high level of confidence. 
	Tenderer has provided a detailed, well-supported response that demonstrates a thorough understanding of the criteria and engenders a high level of confidence.
	Tenderer has provided sufficient detail to demonstrate satisfactory understanding of the criteria and engenderers reasonable confidence.
	Tenderer has provided sufficient detail to demonstrate satisfactory understanding of the criteria, but does not engender confidence.
	Tenderer has attempted to provide some evidence to satisfy the criteria, but evidence is not adequate to engender confidence.
	Tenderer has failed to provide any evidence to satisfy the criteria.

	OHS & Environmental Management

	Score
	10
	8
	6
	4
	2
	0

	
	Tenderer has provided an excellent, highly detailed, and very well-supported response that demonstrates a thorough understanding of the OHS, and Environmental. Management requirements and engenders a very high level of confidence in the Tenderer. The submission has very little or no risk. Tenderer is ISO14001 accredited.
	Tenderer has provided a very good and detailed, well-supported response that demonstrates a thorough understanding of the OHS, and Environmental Management requirements and engenders a high level of confidence in the Tenderer.  The submission has little risk involved. Tenderer is ISO14001 accredited.
	Tenderer has provided a good response with sufficient detail to demonstrate a good understanding of the OHS, and Environmental Management requirements and engenderers reasonable confidence in the Tenderer.  The submission has acceptable risk. Tenderer is ISO14001 accredited.
	Tenderer has provided a marginal response with sufficient detail to demonstrate a marginal understanding of the OHS, and Environmental Management requirements, but does not engender confidence in the Tenderer.  The submission is limited in some areas with some element of risk. Tenderer is not ISO14001 accredited.
	Tenderer has provided an excellent, highly detailed, and very well-supported response that demonstrates a thorough understanding of the OHS, and Environmental. Management requirements and engenders a very high level of confidence in the Tenderer. The submission has very little or no risk. Tenderer is ISO14001 accredited.
	Tenderer has provided a very good and detailed, well-supported response that demonstrates a thorough understanding of the OHS, and Environmental Management requirements and engenders a high level of confidence in the Tenderer.  The submission has little risk involved. Tenderer is ISO14001 accredited.



[bookmark: _Toc432162772]Appendix 3 – Evaluation Model


Insert a copy of the Evaluation Model to be used


[bookmark: _Toc432162773]Appendix 4 – Risk Assessment


Insert a copy of the completed Risk Assessment

